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                            GENERAL INFORMATION 
 
Original receipts are required for reimbursement.  All forms need to 
be filled out with as much detail as possible.   
 
There are two check writes per week, usually on Monday and 
Thursday.  A check write is also done on the last day of each month.   
 
Checks can be sent to you through Campus Mail, US Mail or you may 
pick them up in the Accounts Payable department.  The Accounts 
Payable department is located in the lower level of Phillips Hall, office 
number 106.  You are responsible for any check that is delivered to 
you.  If you chose not to use the check, DO NOT DESTROY IT.  
Return it to the Business Manager. 
 

Reimbursement Forms 
 
Check Requests – This form is mainly used to pay for goods and 
services. 
 
Travel Reimbursement – Anytime you travel on behalf of the 
University for meetings, conferences, recruiting, etc. this form should 
be used.  It can be used whether you have an advance or not. 
 
Forms are located on the web at:  
http://www.unca.edu/controller/FORMSPAGE.html 
 
 
Team Travel Expense Report -  When you travel with your team, 
whether you have an advance or not, this is the form that should be 
used.  This form is sport specific and can be emailed to you by the 
Athletic Business Assistant. 
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CHECK REQUESTS 
 
 
Check requests are used for purchases less than $1,000.00, providing 
the item is not a State Contract item.  Please do not fill out the fund 
or account number.  In the “Special Instructions” section at the 
bottom, write down if the money is to be drawn from the 
enhancement account or split between accounts or any other special 
instructions you may have. 
 
Merchandise must not total more than $1,000.  If the shipping puts 
the total over $1,000, that is okay.  If the merchandise itself will total 
over $1,000, then a Purchase Order must be obtained. 
 
Some services that cost over $1,000 do not need a Purchase Order.  
This would include hotel costs, transportation (bus rental, car or van 
rental, air travel.)  It is okay to fill out a check request for these, 
even if they total more than $1,000. 
 
The original invoices, receipts and any other necessary papers to 
“back up” the check request needs to be attached with a paperclip to 
the check request form.   
 
For conference registrations, workshops, membership dues or similar 
situations, submit a check request.  The check request should be 
made out directly to the organization so a check can be sent directly 
from the University.  If you write a personal check or charge on your 
personal card, you cannot be reimbursed until the event has taken 
place.     
 
The following may be paid from a check request regardless of the 
amount:  registration fees, dues, memberships, subscriptions, 
honoraria, catering, travel, courses paid by UNC Asheville and 
performing individuals. 
 
Check request forms can be found at:  
http://www.unca.edu/controller/FORMSPAGE.html 
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                       PURCHASE REQUISITION 
 
Filing a Purchase Requisition is the first step in receiving a Purchase 
Order number.  All merchandise purchases (shoes, uniforms, 
supplies, equipment, etc.) that total over $1,000, excluding shipping, 
need to have a Purchase Order. Merchandise should not be ordered 
until a Purchase Order number has been issued. 
 
Bring the detailed dated quote that is less than 30 days old from the 
vendor to the Athletics Department business manager. 
Include the size, color, item #, paper stock being used, etc. 
If the job involves printing of any kind, remember to include whether 
the paper is recycled or not.  Sign and date the quote requesting that 
a Purchase Order be generated.  An email will be sent when the 
Purchase Order has been completed. 
 
Purchases totaling $1,001 – $3,000 need the quote from the vendor 
attached. 
 
Purchases totaling $3,001 - $5,000 need to have 3 quotes attached 
that cover the same items.  If a vendor other than the lowest cost 
one is requested, a justification must accompany the quotes. 
 
Purchases over $5,000 must be bid out formally.  Preparation is the 
key element in bids.  Developing specifications, evaluation criteria, 
vendor recommendations, and the actual bid preparation could take 
4-6 weeks.  Bid proposals are due to Purchasing usually within 2 
weeks after posting the bid.  After Purchasing opens the bid 
proposals, the departmental committee reviews and makes a 
recommendation to Purchasing for the award of the bid.  This 
process can take up to 3 months. 
 
Please let the Athletics business manager know as soon as possible if 
you have a purchase that will have to be bid. 
 
SHIPPING MUST BE INCLUDED ON THE REQUISITION FORM OR IT 
WILL NOT BE PROCESSED 
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Allow a minimum of one week for PO to be issued.  
                        
PLEASE REMEMBER: 
If you make ANY changes to the original Purchase Requisition, (color, 
size, style quantity ordered, etc.) you must submit in writing/email 
what the changes are, so a change order can be processed. 
 
When your shipment arrives, check it for accuracy. Sign the packing 
slip or paperwork that arrived with the shipment with your name and 
the date.  This gives your approval for the invoice to be paid against 
the PO when it arrives. Put this paperwork in the business assistant’s 
mailbox.  You will not need to fill out a check request. 
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 TRAVEL 
 

The University pays reimbursements to the traveler after their return 
from the trip.  To avoid the extra expenses on your credit card, we 
suggest that you pay as much as you can ahead of time directly to 
the conference event or hotel.   Get the invoicing information and fill 
out a check request and give all paperwork to the business assistant. 
 

 
TRAVEL AUTHORIZATION 

 
State policy requires that all travel by State employees must be 
authorized in advance, by the department head or their designee. 
 
Due to the high volume of travel by athletic teams, we are allowed to 
have a Blanket Travel Authorization each fiscal year.  The form is 
available each August in the Athletics Business Office.  Each 
employee is requested to sign the form at that time.  The Blanket 
Travel Authorization will cover team travel for games, scouting, and 
recruiting.  The form will be kept on file for the fiscal year.  However, 
the Blanket Travel Authorization does not include lodging if you are 
going to be spending above the standard allowed per-diem rate.  If 
the total room cost is greater than the allowed per-diem times the 
number of people in the room, you will need to gain further 
authorization approval on an individual trip basis.  There are only two 
acceptable reasons for asking to exceed the per diem:   
 

  I feel that my personal safety/security is unattainable within current allowance. 
 

  This is a high cost area and I am unable to secure lodging within current allowance.   
 
If your lodging is going to be above the per-diem rate, you can either 
fill out a new Travel Authorization Form for that particular trip; or on 
an individual piece of paper, state which reason has caused the 
expense to exceed the authorized per-diem rate and get the 
appropriate signature for approval.     
 
http://www.unca.edu/controller/Travel.html 
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TRAVEL ADVANCE 

 
A travel advance can be given out for travel involving athletic teams, 
or recruiting.  The coach must give the Athletic Business Assistant a 
completed Travel Advance Request Form at least 2 weeks prior to the 
day of travel.  Keep in mind that checks are written on Mondays and 
Thursdays and cannot be released to the traveler until five days prior 
to travel. Also, your request needs to be processed in four areas 
before the check is cut.   
 
At the top of the form fill in the amount of money you are requesting 
and the dates you will be traveling. 
  
At the bottom of the form print and sign your name.  Fill in the form 
with the date you are turning it in. 
 
At the very bottom of the form, remember to put down where you 
will be traveling.  Write down the name of the opponent you will be 
playing, along with the city and state destination. If you are traveling 
for recruiting purposes, write down the name of the town/s you are 
recruiting in.  Recruiting advances cannot extend more than one 
month in duration.   
 
The advance form can be found on the university web site:      
http://www.unca.edu/controller/FORMSPAGE.html 
 
 
What do I do when I receive my Travel Advance Check? 
 
-If you choose to cash the check and carry the large sum of money,         
you need to know that you are personally responsible for it, if it 
should become lost or stolen. 
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-Some sports choose to open a checking account for their advance 
monies.  The name on the account, on the debit card and on the 
checks would be the sport (i.e. UNC Asheville Women’s Basketball).   
 
    

TRAVEL ADVANCE CLEARING 
 
From the day you return from your travels, you have 10 days to turn 
in all necessary paperwork (original receipts, paperwork and monies 
owed (if any).  Please remember to turn in all original paperwork 
and itemized meal receipts.  Lodging receipts must show a zero 
balance.  No receipt means no refund.  If you do not have a copy of 
the expense report form, the Athletic Business Assistant can email 
you a copy. 
 
In the event that you fail to provide an accounting in accordance with 
IRS regulations for the amount of the advance, then the University 
may notify the Payroll Office to include the advance as taxable 
income or deduct the amount from your salary. 
 
In order for the advance to be cleared with the Finance Office, the 
following criteria need to be met: 
 
1.  The Expense Report needs to be filled out completely.  (Expense 
reports are sport specific and can be obtained from the Athletics 
Business Assistant. 
 
2.  Destination (opponent and location) must be indicated. 
 
3.  Departure and return date and time, must be filled out. 
 
4.  At the top of the form where it is written, ”Individual Meal 
     Money for which meals”, write down the meal and date 
     of the meal for which meal money was used.  (UNCA 
    Athletic Dept. policy allows a maximum of $25/day to be 

given to each athlete.)   
 
5.  Individuals who receive the meal money must sign the  
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     Expense Report when they receive the money. 
 
6.  Mark on the meal receipts whether the meal was for 
     Breakfast, Lunch, Dinner, Pre-game meal or Post-game 

meal.  Tape receipts onto an 8 by 11 ½ piece of paper.  Keep 
meal receipts together, gas receipts together, lodging receipts 
together for easy calculation by the different account codes.   

 
7.  Next to “other expenses” write laundry costs, movie  
     rentals and other miscellaneous purchases. (Since 
     receipts are not given for laundry, type or write a 
     note stating the date the laundry was done, the cost 
     and include your signature. This will also need an authorizing 
     signature as the traveler cannot approve his own travel expense.   
 
8.  The coach must sign and date the expense report.            
 
 

TRANSPORTATION – AIR 
 
More people are choosing to purchase airfare on-line and they are 
choosing to purchase tickets earlier to receive savings.  Airline tickets 
purchased this way can be reimbursed prior to travel.  Fill out an 
advance pre/pay form and attach the scheduling information that 
shows the cost of your ticket.  Give this to the Athletic Business 
Assistant for processing.  A check will be issued to you prior to your 
trip.  Upon return, you will need to send all original boarding passes 
to the Business Assistant.  She will forward to the Finance office so 
they can clear the advance.   
 
We do not give advances or pre/pay for a recruit, job applicant or 
someone other than a University Employee, so in these cases, after 
their trip has been completed, turn in the original airline ticket and 
the in-coming boarding pass (the pass that brought them to 
Asheville) along with a check request and they will be reimbursed.  
 
If using a travel agency to purchase an airline ticket, when the travel 
agency bills you for the travel, simply fill out a Check Request form 
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and attach the original invoice.  You can turn this in for 
reimbursement before your travel takes place. You do not need to 
turn in any boarding passes since the agency is being paid directly. 
 
 

TRANSPORTATION – GROUND 
 
Motor Fleet Management (MFM) vehicles are the vehicles sent to us 
from Raleigh for use by our campus community (car, mini-vans, 15-
passenger vans).  These vehicles are charged by the mile through 
Raleigh.  To fuel these vehicles, use the “voyager card” that is found 
in the mileage log.  You can use the card at all gas stations. If, for 
some reason, you pay for the gas yourself on a state vehicle, DO 
NOT request reimbursement through the Finance Office.  Send your 
receipts to Customer Service (CPO# 1100) and they will submit them 
to Raleigh. 
 
If a MFM vehicle is not available for your travel, and you use your 
own personal vehicle, the reimbursement rate is $.55/mile. If a MFM 
vehicle is available and you choose to drive your own vehicle the 
reimbursement is $.33/mile.  You do not need to save gas receipts 
when claiming reimbursement for your personal vehicle because you 
will only be reimbursed mileage.  
 
There are times when it is more economical to use a rental car.  The 
Business Manager can help you determine if your trip falls in that 
category.  If you lease a vehicle from U-Save they will bill you 
directly.  When the invoice arrives fill out a Check Request form and 
turn the two in together. 
 
When fueling a rental vehicle, save the receipts.  Upon your return, 
fill out a Travel Reimbursement form.  Turn in the form and the 
original receipts. You will need to indicate on the gas receipts or on 
the page that you have taped them to, that these receipts were from 
the usage of a rental vehicle.   
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LODGING 
 
Lodging costs are per person.  For example, if two people are sharing 
a room, then the total room cost cannot be more than twice the per-
diem rate, without prior approval. 
 
Lodging costs are to be as follows (7/15/09): 
 
 
The per-diem for In-state accommodations is to be no more than 
$65.90/night (before taxes).    
 
The per-diem for Out-of-state accommodations is to be no more than 
$78.05/night (before taxes). 
 
These rates can be confirmed at:  
http://www.unca.edu/controller/travel_information.html 
 
Requests for lodging costs in excess of per-diem can be approved by 
the Athletics Department Director before you leave on the trip.  An 
Authorization to Travel Form (or just the section listed below) will 
need to be filled out for that particular trip to gain approval for the 
higher than per-diem lodging rate.  There are only two accepted 
reasons for claiming higher than per-diem.  They are: 
 

  I feel that my personal safety/security is unattainable within current allowance. 
 

  This is a high cost area and I am unable to secure lodging within current allowance.   
 
After the trip when you claim reimbursements, the hotel receipt must 
be original and show a zero balance.  (Zero Balance shows that it 
was paid).  If your receipt isn’t showing a zero balance, you can: 
 
1. Attach a copy of your credit card receipt along with the original 
hotel receipt to show it was paid.   
2. Or, call the hotel and ask them to fax you a zero-balanced receipt.  
Turn in both the original and the faxed copy.   
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MEALS  
 
- No receipts are needed for individual meals because the University 
only allows the per-diem reimbursement.  This applies to recruiting 
trips, meetings or travel to conferences, etc.  Less than the per-diem 
can be requested. 
 
Exceptions:  If you are turning in receipts for team meals, per-diem 
does not apply.  If you are turning in a meal receipt where you are 
taking out a recruit, per-diem does not apply.  Meal receipts when 
taking out recruits will be reimbursed but the receipt must be 
itemized and the name of every meal attendee must be supplied.   
 
-When paying for team meals, be sure and keep the itemized 
receipt, in addition to any credit card receipt.  Itemized receipts are 
those that show exactly what was ordered for each meal.  This is the 
receipt that must be turned in when clearing an advance or 
requesting reimbursement. 
 
- When giving out meal money to athletes, remember to have them 
sign the Travel Expense Report at the same time they receive the 
funds.  (UNCA Athletic Dept. policy allows for a maximum of $25/day 
to be spent on each athlete.) 
 
 
 
Individual Meals and per- diem. 
Note:  One-day trips do not allow for lunch reimbursement.  For 
reimbursement, the travel must be to a destination located at least 
35 miles from UNC Asheville or from you home, whichever is less.   
 
The following are the maximum per-diem allowances for state  
Employees (7/15/09): 
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  In-State Rates      Out-of-State Rates 
 
Breakfast   $7.75            $7.75   (Must depart by 6am) 
 
Lunch  $10.10    $10.10   Combined with an overnight  
             stay, you must depart prior  
             to 12 pm or return after 2 pm   
                             
Dinner  $17.30          $19.65  Must depart prior to 6 pm 
                                                         or return after 8 pm 
Note:  Reimbursement for individual meals can be below per-diem 
but cannot exceed the per-diem rate.                                   
 
 
 

MISCELLANEOUS TRAVEL EXPENSES 
 
Parking fees, tolls, airport shuttle bus, taxis, bus fare, baggage fees 
etc., keep your receipts for reimbursement.   
 
 
 

FILLING OUT THE TRAVEL REIMBURSEMENT FORM 
 
When your individual travel is completed you will need to fill out a 
Travel Reimbursement Form to receive your monies.  This should be 
turned in to the business assistant within 10 days from the end of 
your trip. 
 
You can find the Travel Reimbursement Form at:  
http://www.unca.edu/controller/Travel.html 
 
Please be sure to fill out the date and time you left and returned on 
your trip. State whether your trip was in-state or out-of-state and 
whether the purpose of your travel was for recruiting, meetings, etc.  
Sign the form above “claimant”. 
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At the bottom of the form list each date you traveled and the towns 
you traveled to and from.  Record the daily mileage, if you are 
driving your own vehicle.  Save your gas receipts only if you have a 
rental vehicle.  List the cost of lodging for each day.  The hotel 
receipt must have a zero balance when you turn it in for 
reimbursement.  List all meals needing reimbursement in the section 
under meals.  Put any miscellaneous expenses in the column at the 
far right, include receipts for these expenses. 
 
If your travel will cover more than three days, use the “Travel 
Continuation” Sheet. 
 
Please turn in the original Travel Reimbursement Form to the 
Athletics Business Assistant.  Turn in all original receipts and invoices. 
 
 
When Team travel is completed you will need to fill out the Team 
Travel Expense Report whether you had an advance or not.  The 
Reports are team specific and available from the Athletics Business 
Assistant. 
 
 
Non-Reimbursable Items 
Optional air or rental car insurance 
Room Service or Valet Tips—(Baggage handling tips are allowed 
under “Other Expenses.”) 
Personal Laundry services (those not related with team use) 
Personal tours or social activities 
Alcohol or tobacco products 
Mileage commuting between home and duty station 
 
Reimbursement for Prospective Professional Employees 
With proper approval, prospective professional employees can be 
reimbursed transportation, lodging and meals for no more than (3) 
days at the in-state per-diem rate.  Use a check request only if the 
travel reimbursement is NOT for a University Employee, otherwise 
always use the Travel Reimbursement Form. 


